APPLICATION FOR RECORDS DISI;OSITION STANDARD . '

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division

3. Dept., Division, Suixlivision & Administering Office Address FOR RECORDS MANAGEMENT DIVISION USE
Finance and Administration Department '_Dlto Recsived Application No.  Date Completed
Treasury Services ' ' - 8 Y
2200 Peachtree Summit Bldg e : MAR 9 = 1981 ‘Pl89 MAR .1 6 1981
401 West Peachtree Street : 1. Applicstion _ 2. Dept. Application No.
Atlanta, Georgia 30365 '

g 4, Person to Contact 5. Working Title ' 6. T.I.phonj Number

§ Maryann Mangold/Rae Lipsitz Assistant Treas. /Secy. 586-5067

7. Action Fleuuesled '
. M Establish Retention Schedule; record u{!ll continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. O Amend Appiication No. Check One: (] Chenge; [ Supercede: [ Void
] 4 8. Dates of Series 9. Records Series Title {followed by title used in office; if different)
Earliest . Latest ' ,
§ 1672 ‘frgsent Treasury Services Financial Transaction Reports File
10. Division and O'Ific;a #unctiot’i What is the function of the Division and the Office in which this record series is created?

The Division of Treasury Services is responsible for the receipt, investment, and disbursemen}
of all funds, for maintaining integrity of financial assets and accounts, and for maintainingf
banking relationships. The specified responsibilities are to maintain effective intermnal con
trol procedures to safeguard cash and other assets; ensures an adequate level of funds avail-
ability to meet current and planned obligations; ensures all funds disbursements are made in
a timely manner and bear proper signatures and endorsements; administers the Authority's invept-
ment portfolio to maximize yield; assists in the development and administration of the Author}
ity's Bond Program; coordinates the design, development, and implementation of the Authority‘# .
fare collection system; administers the Authority's bus fare collection system; and administefs '
the Authority's transcard program.’

™

1, Record Saries Description This file contains the following documants {inclddc form numbers and titles, if any):
Attach samples of the fite. ; . ] ..
the receipt, investment and disbursement of MARTA funds for maintaining

integrity of financial assets and accounts, and for malntalnlng banking :
srelationships. '

Documents relating to:

Included are: . -
Account/analyses, Stop Payments, Investment Maturities, Check Signing Registen

Books / Check Receipt Books, Check Stubs/Imprest Accounts, General Fund Cash
Books, and Grant Fund Balances, Bond Sales, Bank file folders, and Investment
Matunities Reports.

Fila is arranged: Alphabetically, by subject, by fiscal year.

12. Manthly Reference Rate How ohan are racords re!arred to which are:

One ta six momhs‘blqg _ Sev%n!'!o twe!vo months old

T ——————————— ; Thirteen to twenty-four months oid :

ﬁ :
twenty-five months and older -~ ?

13. Annual Rate of Accumulation of Records

Lettersizedrawers ... . _;legalsizedrawers . . _ :Shealves ; Other (specify}

3012 (3/76)

_
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YES | NO | 14. Questionnaire {Place an _)i in the proper column) }

a. Is this the official copv of the senes?
X If not, where i it? ) ' _ .

b. Does the series contain confidential information requiring sacurity handling? If yes, cite law of regulation.
.ot i

] : ¥
! . {

X
X *

. !_*3{ o _’Pﬂﬂﬁlu’; g s hg_gul LTI u.el at loneg tem s hvitue? '
X

¢. ls this a vital record? ; : ' :

v Wi Tnm- m fwu ot i Ve Lilee mrhes Honecesany G kenspr e cndpe bile

Lo o lowny gaesrrond ol Hyeser RTITTI e
scheduled separately?

X f. is the information contained in this series ever published? If yes, attach copy.
X g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
H yes, attach copy,
X h. Is there s duplication of this saries in your office, or in another office or agency?
If yas, where?
x i._Is this series for 8 majorgortion of it) reqularly microfilmed? , _ , ~
X i. Does the record series rédsult in a computer printout?
15. Retention Requirements * The following requires the series to be kept:
a. State Law years. d. Audit periqd years.
b. Statute of limitation yaars. e. Administrative nsed — years.
¢. Federal law years, f. Federal retention instructions . .___’? - _::voars

Attach copy or axcest of laws or ragulations. Explain administrative need.

Hold ,dA.g/,(é) years past completion of project; then destroy.

.

16. Approved Disposition Instructions This agencv recommcnds lhat the file series be cut off a1 the end of sach:
[ 1 Calendan Year; D4 Fiscal Year; 71 Other o e e - then,
X Hold in the current files area monthtsl_h_QZL_ year(s); then
O Transfer to Iﬂt?ding ares; hold ____ year(s); then A
B Transfer to ecords Center; hoig - (o \fear(slwﬂn#gLg COW‘PlQ‘\'\ on of p Y OJ 2C “f Hen
= Destroy. .
O Transter to Stare Archives 161 parmanent retention.
L) Otner (Specity)
These instructions apply to all prior and future aceumulanons ol the sprnes
{Indhicate brietly mlip_nule tor tecommendanions abnavesoe write addisonal remarks)
17 APPROVALS
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